
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. M-136 
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Agency 
City of Frederick 

Division/Unit 
Permits and Codes Management 

Item No Description Retention 

/ 

Office Administration: 

Alphabetical files 

3 

Plumbing permits 

Electrical permits 

Screen annually. Destroy 
material having no further 
fiscal, legal or operational 
value. Retain permanently any 
material that serves to 
document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Retain for 50 years, then 
destroy 

Retain for 50 years, then 
destroy 

Approved by Department; Agency dr Division Representative 

Date Xl&ll 6 I 

Signature 

Type Name 

Title 

Schedule Authorized bv State Archivist 

D a t e NOV 0 6 2001 

Signature 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. M-136 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 2 of 3 

Item No Description Retention 

U 
Residential Permit Records (Building, Plumbing, Electrical, 
Fire) - applications and plans approved, certificates issued, 
fees collected, reports of inspections and notices of orders 
issued 

Retain permanently all 
records, including the 
database to track 
information. Transfer 
periodically to the MD 
State. Archisas.. 

Commercial Permit Records (Building, Plumbing, Electrical, 
Fire) -application and plans approved, certificates issued, fees 
collected, spec books, reports of inspections and notices of 
orders issued 

Same as Item 4 . Commercial Permit Records (Building, Plumbing, Electrical, 
Fire) -application and plans approved, certificates issued, fees 
collected, spec books, reports of inspections and notices of 
orders issued 

Electrical and plumbing licenses 

Construction management: 

Retain 3 years and until all audit 
requirements have been met, 
then destroy 

Contract files - proposal/bonds/insurance/other related forms 
and specs for City-owned construction projects 

Development files - copy of PWA/Surety posted for project, 
copy of Grading Permit issued, any other document and/or 
correspondence related to public/site improvements to that 

' project 

Retain for life of contract or 
grant plus 4 years and until all 
audit requirements have been 
met, then destroy 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

Schedule No. M-136 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) Page 3 of 3 

Item No Description Retention 

1 

\ 

Inspector's daily reports/city-owned contracts - daily reports 
that document daily site activities, inspections performed and 
testing of completed work and/or materials:, includes 
measurement (for payment) of dairy work quantities and 
monthly payment estimates, etc. 

Retain 5 years after completion 
of contract and until all audit 
requirements have been met, 
then destroy 

lb Construction inspector's dairy she visit reports Retain 5 years after construction 
project completion and until all 
audit reqairezneais have been 
met, then destroy 

II Public Works agreements/sureties (original documents) Retain originals until formal 
release by mayor and board, then 
move copies to Development 
tiles 

10- Chronological files Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
R c t o a p&tfixii&itly any material 
that serves to document the 
origin, development and 

department. Transfer 
penodSca% to tfie Maryland 

, State Archives. 

Payroll, copies • Retain for 3 years, then destroy 

' ' 1 
Purchase orders, copies Retain 3 years, then destroy 

1ST Personnel, copies 

• 

Retain until terminated, then 
send files to HR 

Municipal infractions Retain for 1 year after paid or 
settled, then destroy 

• 

Complaint and investigation files Retain adjudicated cases for 10 
years after dosed, then destroy. 
Retain al! other cases for 5 years 
after close, then destroy. 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

Instructions - Type or print a separate form 
for each new or revised record series. 

Department of 
Permits & Code Management 
4 W. / t h S t r e e t , Suite~200 

Frederick, Maryland 21701 

PAGE OF 

1. Position 

Adminis t ra t ive A s s i s t a n t 
2. Division 

Office Adminis t ra t ion 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as 
well as retention and disposition purposes. 
|4. Record Series Title 

Alphabet ical F i l e s 
5. Earliest Year/Latest Year 

8 0 ' s t 0 Present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. 
[Include the purpose or function of the series.') 

An a lphabe t i c a l f i l i n g system i s used for information (correspondence/ 
documents) received from o the r depar tments , companies, o r g a n i z a t i o n s . 
Add i t iona l ly t h e r e a re a lphabe t i c a l f i l e s kept on our own depar tmen t ' s 
f u n c t i o n s , pe r sonne l , p a y r o l l , e t c . 

(7. Record Series Format(s) 

)Q( Letter Size • Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

^Alphabetical 

•Numerical 

•Chronological 

•Geographical 

• Other (specify) 

9. Volume 

X5Q(File Drawees) 
• Microfilm Reel(s) 

6-8 • Computer Tape(s) 
Number • Other (specify) 

10. Approximate Annual 
Accumulation 

Xfiffl̂ ile Drawees) 
• Microfilm Reel(s) 

? 
• Computer Tape(s) Number • Other (specify 

11. File is Used 12. File Becomes Inactive After 

ODaily DWeekly •Monthly When no lonqer X^XMonth(s) X&XYeaKs) 
needed 

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or Office) 

- Room 206, 4 W. 7th S t r e e t 
• Yes XftftNo 

15. Access Restrictions • Yes • No 
(If Yes, cite Law(s) & Regulations(s) 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Yes XKKNo 

16. Audit Requirements 
Screen annually. Destroy material having nqf 

X|tJ(None further fiscal, legal or operational value. Retain 
permanently any material that serves to 

18. Recommend document the origin, development and 
accomplishments of the department. Transfer 

• periodically to the MD State Archives 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Linda Dutrow Ext. 3802 11 /29 /99 



RECORDS INVENTORY 
THE CITY OF FREDERICK 











RECORDS INVENTORY 
THE CITY OF FREDERICK 

TZ" Instructions - Type or print a separate form 
for each new or revised record series. 

Department of 
Permits & Code Management 
4 W. 7th S t r e e t , Sui te 200 

Frederick, Maryland 21701 

PAGE OF 

1. Position 

Adminis t ra t ive A s s i s t a n t 

2. Division 

Construct ion Management 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as 
well as retention and disposition purposes. 
|4. Record Series Title 

Contract F i l e s 

5. Earliest Year/Latest Year 

3 0 ' s to Present] 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. 
Unclude the purpose or function of the series.) 

Original Contract documents which inc ludes P roposa l /Bonds / insurance /o the r 
r e l a t e d forms and s p e c i f i c a t i o n s for City-owned cons t ruc t ion , p r o j e c t s overseer) 
by our department thru cons t ruc t ion l i f e . u^Jkt~d& fadJU^JL/ 

Jl/HLvJl ^ c ^ j f J4c«,j4 t 

|7. Record Series Format(s) 

fetter Size • Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

•Alphabetical 

•Numerical 

X&tChronological 

•Geographical 

• Other (specify) 

By Year/Alphabet ical 

9. Volume 

)Q(File Drawees) 
• Microfilm Reel(s) 

6 • Computer Tape(s) 
Number • Other (specify) 

10. Approximate Annual 
Accumulation 

JQFile Drawees) 
• Microfilm Reel(s) 

2-4 • Computer Tape(s) 
Number • Other (specify 

11. File is Used 

)C$Daily nWeekly •Monthly 

12. File Becomes Inactive After 
Construct ion completion and f ina l 
p a y m p n t t.n KX)Month(s) X3XYear(s) 
Contractor 

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? 
-Or ig ina l c o n t r a c t .documents to include (If yes, specify agency or Office) 1 ) P ro jec t 

co r re spondence / r e l a t ed pe rmi t s , e t c . Room 206 M 9 r and/or Inspec tor and 
-Closed.- .Eiles.kept in s to rage room. D ( Y e s E n 9 9 D e P t D N o 

15. Access Restrictions • Yes O N o 
(If Yes, cite Law(s) & Regulations(s) 

16. Audit Requirements . , . , , 
n Where a p p l i c a b l e 

• None KXfrate 0 ) f e d e r a l ) $ X n d e P e n d e n t 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Yes I J N o 

18. Recommended Retention 

19. Name and Title of Preparer 

Linda Dutrow 

20. Telephone Number 

Ext. 3802 

21. Date 

11/29/99 
K3 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

'Instructions - Type or print a separate form 
ybr each new or revised record series. 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as 
well as retention and disposition purposes. 
|4. Record Series Title 

Development F i l e s 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. 
Include the purpose or function of the series.) '_ 

Department of 
Permits & Code Management 
4 W. 7th S t r e e t . Sui te 200 

Frederick, Maryland 21701 

PAGE 4 O F 12 

1. Position . . . . A.. „ . ^ , 2. Division „ 
Adminis t ra t ive A s s i s t a n t Construct ion 

5. Earliest Year/Latest Year 

1980's t 0 Present 

For each PWA/Surety p r o j e c t , a development f i l e i s c r ea t ed which inc ludes 
1) Copy of PWA/Surety posted for p ro j ec t 
2) Copy of Grading Permit issued 
3) Any o the r document and/or correspondence r e l a t e d to pi ibl ic/s i te . i lmpvmts toj 

t h a t p ro j ec t 

|7. Record Series Format(s) 

X3(Letter Size • Microfilm 

• Legal Size nComputer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

^Alphabetical 

•Numerical 

•Chronological 

•Geographical 

• Other (specify) 

9. Volume 

Current 8 

XQ0)f tie Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

Number • Other (specify) 
Storage 12 

10. Approximate Annual 
Accumulation 

X|Ji|)File Drawees) 
• Microfilm Reel(s) 

1~2 • Computer Tape(s) 
Number • Other (specify 

11. File is Used 

HDaily rjWeekly •Monthly 

12. File Becomes Inactive After 

Construct ion Of • Month(s) • Year(s) 
P.Impvmts completed (months to yea r s ) 

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? 
Room 206 (Admin Asst Office) Current F i l e s flfy«. specify agency or Office) 
Storage Room (Dead/Closed F i l e s ) ,„.,„ . . 

XKX̂ es Engineering QNo 
15. Access Restrictions • Yes KJ(No 

(If Yes, cite Law(s) & Regulations(s) 
16. Audit Requirements 

Screen annually. Destroy material having no\ 
nNone • State f u r m e r fiscal, legal or operational value. Retain permanently any material that serves to 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

H Y e s • No Alphabet ical for Current 

18. Recommended Retei document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Linda Dutrow Ext. 3302 11/29/99 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions - Type or print a separate form 
ubr each new or revised record series. 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as 
well as retention and disposition purposes. : 

|4. Record Series Title 

I n s p e c t o r ' s Daily Reports/City-owned Contracts 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. 
Include the purpose or function of the series.') i 

Department of 
Permits & Code Management 
4 W. 7th S t r e e t . Sui te 200 

Frederick, Maryland 21701 

PAGE 6 OF 12 

1. Position 

Pro jec t Inspec tor 
2. Division 

Construct ion Inspec t ion /Con t rac t s " 

5. Earliest Year/Latest Year 

1997 t 0 Present 

Daily Reports : Document of d a i l y s i t e a c t i v i t i e s , i n spec t ions performed 
and t e s t i n g of completed work and/or m a t e r i a l s . This inc ludes measurement 
( for payment) of d a i l y work q u a n t i t i e s and monthly pay e s t i m a t e s , e t c . 

|7. Record Series Format(s) 

XSXetterSize • Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

•Alphabetical 

•Numerical 

•Chronological 

•Geographical 

XUXOther (specify) 

Contract # 

9. Volume 

2^3 

XHFi le Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

Number • Other (specify) 

10. Approximate Annual 
Accumulation 

X)fi File Drawees) 
• Microfilm Reel(s) 

1-2 • Computer Tape(s) 
Number • Other (specify 

11. File is Used 12. File Becomes Inactive After 

Xr)$6aily rjWeekly •Monthly ApprOX 2 y rs • Month(s) )t8XYear(s) 
or u n t i l Contract completion 

13. Current Location(s) (Bldg., Floor, Room) 

Room 218, 4 W. 7th S t r e e t , Su i te 200 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or Office) 

• Yes XfflDMo 

15. Access Restrictions • Yes X3)No 
(If Yes, cite Law(s) & Regulations(s) 

16. Audit Requirements 

• None X2)?tate XTOXFederal • Independent 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Yes )dXNo 

18. Recommended Retention 
W ^ . 5 

•4$-years a f t e r completion of 
Contract e ^ J a U QM^K 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

James C. Kaiser Ext. 3303 11/30/99 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions • Type or print a separate form 
ybr each new or revised record series. 

Department of 
Permits & Code Management 

4 W. 7th S t r e e t , Sui te 200 

Frederick, Maryland 21701 

PAGE 5 OF 12 

1. Position 

Construct ion Inspec tors (5) 
2. Division 

Construct ion Inspection/Development 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as 
well as retention and disposition purposes. 
|4. Record Series Title 

Construct ion Inspec to r s Daily S i t e V i s i t Reports 

5. Earliest Year/Latest Year 

90 ' s . Present to 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. 
Include the purpose or function of the series.') i_ 

Daily Reports : Documentation of v i s i t s to s i t e , i n spec t i ons performed 
arid t e s t i n g of completed work and/or m a t e r i a l s . ' 

[7. Record Series Format(s) 

X3 fetter Size • Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

X ^Alphabetical 

•Numerical 

•Chronological 

•Geographical 

XKlXDther (specify) 

by Development 

9. Volume 

XXXFile Drawees) 
• Microfilm Reel(s) 

2 per i n s p c t f a C o m p u t e r T a p e ( s ) 

Number • Other (specify) 

10. Approximate Annual 
Accumulation 

XJ^File Drawees) 
• Microfilm Reel(s) 

.5 per_ijispc |fcomputerTape(s) 
Number • Other (specify 

11. File is Used 

XJRaily rjWeekly •Monthly 

12. File Becomes Inactive After 

cons t ruc t i on &}Otaonth(s) H&XVear(s) 
completion 

13. Current Location(s) (Bldg., Floor, Room) 

Room 217, 4 W. 7th S t r e e t , Su i te 200 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or Office) 

• Yes 

15. Access Restrictions • Yes KX&o 
(If Yes, cite Law(s) & Regulations(s) 

16. Audit Requirements 

)Q)None • State • Federal • Independent 

17. Is an Index System Used? 18. Recommended Retention , 
(If yes, explain briefly and describe any hardware/software) AJJO^ 5 - ^ years a f t e r c o n s t r u c t i o n / ' ' 

• Yes ofrro ^ p ro j ec t completionQ^/^X^^J? 

19. Name and Title of Preparer 

James C. Kaiser 

20. Telephone Number 

Ext. 3803 

21 . Date 

11/30/99 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions • Type or print a separate form 
Vbr each new or revised record series. 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as 
well as retention and disposition purposes. 
|4. Record Series Tide 

Public Works Agreements /Suret ies (Original Documents) 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. 
Include the purpose or function of the series.') '2 

Department of 
Permits & Code Management 
4 W. 7th S t r e e t , SuTte~200 

Frederick, Maryland 21701 

PAGE 3 OF 12 

1. Position 

Adminis t ra t ive A s s i s t a n t 
2. Division 

Construct ion 

5. Earliest Year/Latest Year 

8 0 ' S to Present 

These are o r i g i n a l documents (Publ ic Works Agreements and S u r e t i e s ) en te red 
in to by developers with the City as guarantee of completion of improvements 
to t h e i r s i t e . These o r i g i n a l documents are held thru completion of the impvnit 
i d e n t i f i e d . a t which time formal r e l e a s e and/or acceptance ( i f a p p l i c a b l e ) i n to 
the C i t y ' s system i s given by the Mayor and Board. Original su re ty documents 
(Bonds/LOCsi a re re turned to owner/developer upon formal r e l e a s e . 

(7. Record Series Format(s) 

55)̂ .etter Size • Microfilm 

• Legal Size •Computer Tape 

• Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Filing Sequence 

)QJ\lphabetical 

•Numerical 

•Chronological 

•Geographical 

• Other (specify) 

9. Volume 

• File Drawerfs) 
• Microfilm Reel(s) 
• Computer Tape(s) 

Number XOJ Other (specify) 
locked, f i r e proof 
f i l e cab ine t 
10. Approximate Annual 

Accumulation 
Xra File Drawees) 

• Microfilm Reel(s) 
1/2 -^1 • Computer Tape(s) 

Number • Other (specify 

11. File is Used 

KtPaily DWeekly •Month ly 

12. File Becomes Inactive After 

Release rif PWA/ X3 Month(s) QOXYear(s) 
Surety 

13. Current Location(s) (Bldg., Floor, Room) 

Room 206, 4 W. 7th S t r e e t (Su i t e 200) 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or Office) Copies 

4ra'Development F i l e s a'TEnn'ineerinq 
' H Y e s Deoartment a N o 

15. Access Restrictions • Yes R)(No 
(If Yes, cite Law(s) & Regulations(s) 

16. Audit Requirements 

None • State • Federal • Independent 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

XXXYes • No Alphabet ical L i s t ing 

18. Recommended Retention Or ig ina l s to be^/ 
held u n t i l formal r e l e a s e by M&Bd/ 
Copies kept" pyriiidiiervfH^^jf^y)o^r^ 

19. Name and Title of Preparer 

Linda Dutrow 

20. Telephone Number 

Ext. 3802 

21. Date 

11/29/99 



Screen annually. Destroy material having not 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



Retain 3 years, then destroy 



2 Retain 3 years, then destroy 










